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CASF QUICK REFERENCE GUIDE – GETTING STARTED WITH CASF 

Welcome to the California Advanced Services Fund (CASF) application!  The CASF application is available 

on the CPUC’s eFAST application platform for organizations who wish to apply for grants in order to 

provide advanced broadband service to areas in the state of California. 

This guide is designed to provide you with the basics in navigating the CASF screens and submitting your 

CASF application.  This guide does not provide in-depth instructions on all of the fields and documents 

required in your application; however, if you require assistance in completing your CASF application you 

may contact the CASF team at CASF_Application_Questions@cpuc.ca.gov.   

 

 

 

 

Use the links below to navigate quickly through this guide. 

1. CASF Application Home Page 

2. Creating a CASF Project Application 

3. CASF Project Application 

3.1. Project Data tab 

3.2. Project Files tab 

3.3. Contacts tab 

3.4. Finalize tab 

3.5. Notes tab 

All sections in this document are for the Update role.  The View role only allows for a user to read and 

view the data that has been entered by either someone in the Update role or by the CPUC.  Access to 

the CASF application as well as assigning roles is completed through the Company Administrator for 

eFAST & CASF. 

Document Version control 

Version Number Date Description of changes Author 

1.0 – 1.2 2/21/2018 Initial document and edits and 
changes  

Kimberly Siason 

  

Important Note:  In order to use the CASF application you 

must first register for an eFAST account and have successfully 

solicited a company to provide you access to CASF.  There are 

two access level roles for CASF – View and Update.  
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1 CASF Application Home Page 
Once you have properly logged into eFAST click on the My Applications tab. 

 
Under the CASF Application tab is the Home for CASF.  Here you may see other projects created by users 

of the same company you are creating and editing application(s) for.   You can filter CASF project 

applications by their status by clicking on the Status dropdown1.  Page navigation2 is located at the 

bottom of the CASF Project Application grid.  CASF forms3 are located at the bottom of the page. 

 

 

[top]  

1 

1 

 

2 

1 

 

3 

1 

 



 

 
 

3 

2 Creating a CASF Project Application 
In order to create a new CASF application, click on the Create Project button on the CASF Application 

Home Page.  Users with View access will not be able to create a project. 
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Enter your Project Data and Primary Contact information and click the Save button.  The window will 

close and the project application will be added to the list of CASF application projects.  

 

For fields requiring more visible space for entry, click on the View button for that field. This will open a 

window which will provide more space for entry. 
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3 CASF Project Application  
Click the Project Name for the CASF project application that you wish to work on. 

 

This will open to the Project Data tab.  The Project Name and Application Status display on the top of 

the page.  To return to the CASF home page click on the Back button. 
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3.1 Project Data tab 
The Project Data tab is used to make your CASF Application entries.  Any supporting documentation for 

your application will be uploaded in the Project Files tab.  

 

 

When updating information on this screen, clicking on the following buttons will perform the 
indicated action: 

Validate1 – Validates that required fields are filled in.  A listing of required fields that were left blank will 
be displayed.  Closing the listing will allow you to make entries in the fields.  For number fields requiring 
an entry, zero (0) is a valid entry. 

Save2 – Saves the current entries on the screen. 

View3 –Opens a window which will provide more space for entry.  Clicking the OK button on this window 
will close it. 

Add4 – Opens a window where you can select counties for your CASF Project Application. 

Remove5 – Removes the highlighted County from the list of counties listed.  A comment explaining the 
reason why the county is being removed must be entered.  Note: Once a county has been removed, it 
may not be added back again. 

Back to Top6 – Navigates you to the top of the page. 
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3.2 Project Files tab 
The Project Files tab is where you will attach the files that complete your CASF project application.  Click 

on the name of file that needs to be attached to start the file upload process.  In the below example it is 

for Organizational Chart.  The document type for the requested file is displayed next to the Previous 

Versions button; for Organizational Chart the document type is PDF.   

 

After clicking on the name of the file to be uploaded, a file upload window will be displayed.  In the file 

upload window you will need to check that the File is valid for data requirements based on information 

requested1 and select the file by clicking the Browse2 button and then by navigating to the file you wish 

to upload on your PC.  You may enter comments in Comments3 field if necessary.  Clicking the Upload 

button will upload the selected file.   
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You will be returned to the Project Files tab.  A checkmark1 will appear next to the requested file type 

number (e.g. 001) and a status2 will show next to the file type (e.g. SUBMITTED).  If you wish to view a 

file which has been uploaded already, click on the View Uploaded File button.   

 

Clicking on the following buttons will perform the indicated action: 

Refresh3 – Refreshes the values on the screen (e.g. a Status might change from PROCESSING to 
SUBMITTED)  

Validate4 – Validates that required files are uploaded.  A listing of required files will display.  Closing the 
listing will allow you to upload files. 

Previous Versions5 – Opens a window which will show any older files which have been submitted.  Initial 
uploads on a newly created project will not have any files.  This will show only if a file has to be 
resubmitted and will have listed any older files which have been replaced. 

View Uploaded File6 – Opens a window which will include the file information for the file which was 
uploaded (SUBMITTED).   
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3.3 Contacts tab 
The Contacts tab is where you will enter information for those in your company who can be contacted 

by the CPUC in regards to the CASF project application.  An initial contact is created for the person who 

created the application (see the Creating a CASF Application section of this document).  Clicking Edit1 

will open the Contact Details for that contact.  Click Add2 to add additional contacts on a blank Contact 

Details window.   

 

Enter Contact Details ensuring that required fields have entries and click the Save button to create a 

new contact on the Contacts List. 
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3.4 Finalize tab 
The Finalize tab is where you go to review your CASF Application as well as Submit your application.  

Clicking on the Review button will create a PDF which will show all the entries which were made for 

your CASF project application.  

Clicking the Submit button will perform a validation on the Project Data tab entries and submitted 

Project Files.  If the application does not pass the validation it is advised that you go to the tabs and run 

the tab’s validation.  Once both tabs validate you will be able to submit.  Once the application passes the 

validation the Application Status will change to SUBMITTED.   
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3.4.1 Notifications 

The CASF application will send email notifications in regards to your application.   

From the moment a CASF project application is created, you have 60 days to submit it.  You will receive 

a total of three emails (see below for an example) reminding you that your application needs to be 

completed. 

 

Below is an example of the email that will be sent to confirm that your application has been submitted.   

 



 

 
 

12 

Below is another example of a change to the status of your CASF project application.  In the instance 

below it shows when the application has been accepted by CASF staff.  
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3.5 Notes tab 
The Notes tab is used by both you and the CPUC CASF team.  This will display the notes which have been 

made regarding the CASF project application.  To create a new note, click the Add button. 
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To create a new CASF application note: 

1. Use the dropdown to select the Note Type1.  

2. Select the Confidential2 status for the note.  

3. Enter your note in the Note3 field.   

4. Click the Save button 
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